OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY

[\
: _RECORDS MANAGEMENT DIVISION
. INSTRUCTIONS See Publication No. 76—-RM—1 for instructions on completing this forrrh Forward signed original to
» .- Department of Archives and History, Records Management Division, 3:!) Capitol Avenue, Atlenta, Georgia, 30334,
— Attention: Scheduling Section. ‘ _
[ Fom AGENCY uUsE 1. Agency Address ' : . FOR RECORDS MANAGEMENT USE
Application Dete Department of Education L Application Number
| Office of Administrative Services R~ 184~ A
Application Number Fiscal Services Division ' Dete Recsived Dete Completed
Grants Management Section ' 1 —— -
Atlanta, GAC303 A FEB 71983 |FEB 2 8 1983
2. Person to Contact Working Title Telephone Number

Jack Richardson . ' Grants Administrator 656-2441

b..

3. Action Requested

{__c. [ Amend Application No. . 81-184 __ Check One: ® Change; D Sugg[eede, 0O Void

O Establish Retention Schedule; record will continue to accumulate.
[ Dispose of present accumulation; no further accumulation anticipated.

4. Dates of Ssries 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
1981 ' | Te Date TEACHER PAYROLL COMPUTERIZED PROCESSING FILES
6. Division and Office Function What is the function of the Division and the Office in which this record series is ereated?
NO  CHANGE

7. Record Serias Description This file contains the followmg documents {include form numbers snd tities, if any):

. Attach samples of the file.
- Docifhents relating to:
included are:
NO  CHANGE
File is arranged:
8. Monthly Reference Rate How often are records referred to which are:

Onetosix monthsold —..______.; Seven to twelve months old _— Thirteen to twenty-four months old — e}

. twenty-fivemonthsandolder 7
9. Annual Rate of Accumulation of Records

Lettersizedrawers _____  _ ;legalsizedrawers . _:;Shelves . ;Other (specify}

—

“AR—80-T1; Rev. 76 I ek e T - {Ower)




S {

vES | nO | 10. Questionnaire  {Place an X" in the propéf bolumn)

8. Is this the official copy of the series?
if not, where is it?

b. Does the series contain confidential information requiring security handling? I yes, cite faw or regulation.

1
i

c. Is this a vital record? ] ' |

d. Does this series have historical or long term research value?

¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
gdocuments be scheduled séparately?

1. 15 the lnformwmmmmmmm_!mm coDyY,

8. Is the mformatoon contained in this series ever analyznd and/or recorded in a summarized report?
__If ves, attach copy,

h. is there a duplication of this series in your offlee, or in another office or agency?
i ves, where?

_i._Js this series for a ma ti fitl larly microfilmed?

i._Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:

s. State Law o years, . " d. Audit period

b. Statute of limitation years. #" e, Administrative need

years.
_years,

¢. Federal law years. {. Federal retention instructions

years.

Attach 6opy or excert of laws or regulations. Explain administrative need. : ' C Y

[

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Holdin the current filesarea . month{s) _________year(s); then
O Transfer to local holding area; hold . year(s); then '
O Transfer to State Records Center;hold ... __ year(s}; then

O Destroy.

D Transfer to State Archives for permanent retention.

I8 Other {Specify) |

0] Calendar Year; O Fiscal Year; O Other . then,

CHANGE _EDSI0230-R1, Average APEG Salaries, as follows, effective 1981-82 school year

change "All reports except périod 05/06(requiéition_f_3_, Jan/Feb" to
"All reports except period 07/08(requisition &, Mar/Apr".

These instructions apply to all prior and future accumulations of the series.

change "Requisition 3: file with Teacher.." to "Requisition;: file.."

State Records Committes (Siﬂltun)

| Agent Hgdfbegimﬂl' ture) Date ' Records Management Officer {Sigmrfim) '
ﬂ@m Vi MVZ, 28y | Watheo X Borgucls. | /753

Recommendations in para- - —
graph 12 are approved. State Auditor/Designes Q }\-ﬁ—""é/ﬁm 7—’ A} ’e3

amisynatall * TR TR 1953

-

Attorney General/Designee 3
e o W j‘z & é



OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION -

INSTRUCTIONS: See Publication No. 76—~RM-1 for instructions on oomp!etmg this form‘ Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address . ' FOR RECORDS MANAGEMENT USE
Application Date ‘ Department of Education ‘ Application Number
Office of Administrative Services e ‘ e l e q P\
Application Number Fiscal Services Division : Date Received Date Completed
| Grants Mani%iem_ent ?ect 1_011-__ ] SEP l'? 19@' |?fr"r = 163L
2. Person to Contact Working Title Telephone Number
J_acicmR_iﬁchardson ~_ Grants Administrator 656-2441

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate,
b. {1 Dispose of present accumulation; no further accumulation anticipated.

c. ¥ Amend Application No. __81-184 _____ Check One: @ Change; [0 Supercede; O Void
4, Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest . Latest :
| Teacher Payroll Computerized Processing Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change

7. Record Series Description This file contains the following documents {mclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to:
included are:
’ No Change
File is arranged: . _
i

8. Monthly Reference Rate How often are records referred to which are:. A

Dnetosix monthsold —____; Seven totwelve monthsold . _; Thirteen to twenty-four months old H

twenty-five months andolder _________?
9. Annual Rate of Accumulat:on of Records ' ‘

Letter-size drawers _______;Legalsizedrawers ________ ;Shelves ___ - ;Other fspecify)

P -
AR—S0—71. Rev.76 S e o E B (Owver)




YES | NO | 10. Questionnaire _ (Place an X"’ in the proper column) . L

a. Is this the official copy of the series? . S
1f not, where is it? ' , .

b. Does the series contain confidential information requiring security handling? If yes, ;l“.ite law or reg‘u?ation.

. s this a vital record?

c
d. Does this series have historical or long term research value? !

¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documents be scheduled separately?

_x2} 1, ts the information contained in this series ever published? _If ves. attach conv.

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If yes, attach copy,

h, Istherea duplication of this series in your office, or in another office or agency?
If ves, where?

bl

i._Is this series (or @ major portion of jt! reqularly microfilmed? ) e
__ | i._Does the record series result in a2 computer printgut?
11. Retention Requirements The following requires the series to be kept:
a. State Law years, . d. Audit period _ years,
b. Statute of limitation years, e. Administrative need years.
c. Federal law years. f. Federal retention instructions . years.

Attach copy or excert of laws or regulations. Explain administrative need.

O Destroy.

X Other (Specify)

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; 3 Fiscal Year; O Other then,

O Mold in the current filesarea _____month(s) ___ __ vyear(s); then
O Transfer to loca! holding area; hold ... _ . year(s}; then
0O Transfer to State Records Center;hold _____ ... __vyear(s); then

O Transfer to State Archives for permanent retention. .

Change the following:
EDSI 0212-R1 Teacher Payroll Report (Detail) DE0O38
EDSI 0212-R2 Teacher Payroll Report (Summary)

Record (State Office) Copy: Hold the final confirmation copy in

These instructions apply to all prior and future accumulations of the series.

the current files area two (2) years; then transfer to the State
Records Center; hold for four (4) years; then destroy. Hold
other periods' requisitions in current files area and destroy
at end of current fiscal year.

| Agency Head/Designee (Signature) Date - | Records Management Officer {Signature) Date

4l

Recommendations in para-
graph 12 are approved.

{If disapproved, attach letter
of explanation.)

9// 7/5/ Ualbw X Ba,m,,\g@o@wy, 9-17- i

V ' State Records Comm {Signature) D;te 3
State Auditor/Designee \ 'W\M&'A ’/ﬂ/ V

Secrebra? State/Designee ém% / M ?_:2 &-&

Attorney General/Designee

AR-50—71; Rav. 76

{Raverie Side

- - - . -
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¥FICE OF
‘ ‘_ﬁ, APPLICATION FOR RECORDS RETENTION scusou:.e DEPARTMENT DF SaCrIVes ny STaTE

- RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76-RM-—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Managemant Dmsion 330 Capitol Avunpa At!anta Georgia, 30334
~ Attention: Scheduling Section. :

FOR AGENCY USE | 1. Agency Address _ . FOR RECORADS MANAGEMENT UsE
-Appiicltéon Oste State Department of Education : Application Number

. Office of Administrative Services 8 ... ‘8 |+
' Fiscal Services Division : -

Application Number Grants Management Section ‘ %‘.ig geq:‘:la-gdwst Date Compilated .
| 109 State Office Building, Atl. GA 30334 [ MAR 11 1981 |
2. Person to Contact _ , Working Title Telephone Numbar

Jack Richardson, ) o Grants Administrator 656-2441
3. Action Requested :

8. B Estabusn Retention Schedule record wiil continue to accumulate

b. O Dispose of present accumuliation; no further accumulation anticipated.

|__c. [ Amend Application No. _76-124-A _ __ Check One: @ Change; (O Superceds; C1 Void

4. Dates of Series 5. Records Serias Title (followed by title used in office; if different)

Earliest Latest :

1958 | To Date Teacher Payrol 1_Computerized Processnlg Files

6. Divhsion and Office Function What is the function of the Division and tha Offics in which this record series is created?

The Grants Management Section coordinates the admlnlstratlon of educational grants, both
federal and state, between the department and local units of education; develops contracts;
provides forms management services; administers the departmental records management program;
provides systems.and procedures services; directs the departmental space management program;
and coordinates delivery of EDP serV1ces with the Department of Administrative Services. ‘

v

7. Record Series Dascription Thls file contains the following documents {include form numbers and titles, if any):
) - Attach samples of the file. -

Documents relating to: Allocating Adequate Program for Educatlon in Georgla (APEG) grant
. payments to local education agencies.

Incduded are: See attachment of computer reports from EDSI 062 computer job.

~ File is arranged: Alphabetlcally by county system, city system, Cooperative Education

Services Agency (CESA), and Area Vocational Technical Schools.
8. Monthly Reference Rate How often are recards refarred to which are:

Dne to six months old ___LQQ_.._l Seven 1o twelve months gld 50._.; Thirteen to twenty-four months old .3 :
twentv-!ive months and clder £ .7

——

9, Annuel Rate of Accumulation of Recards g " "o
"o Lettersize grawers . ] Lega! size drawers _____ :Shelves ...~ _;Other fspecify) 13!' X 20" drawers-8

Y e e T B — -~

AA-80-T71, FRey. 76 L L, (Cver) ' T




2 i

71 _Rev. 8 .. ____ = I

veS | NO | 10. Questionnaire _ (Place an *X’’ in the proper columi} » - - —
a. s this the official copy of the series? c
X ¥ not, where is it? o, -
X b. Does the series contain contidential infqrmation requiring security handling? If yes, cite law or regulation. e
X_| e Isthis a vital record? o . )
X_| _d. Doeg this series have historical or long term research value? e rtain portions do. -
e. When one or two documents in the file make it necessarv to keep the entire file for a long penod could these
X ﬁocuments be scheduled separately? :
4 igfér aumHuMmmmnbmhssi?_!_ume cooY,
1 g Is‘ the mformanon conta:ned in this series ever analyzéd and/or recorded in a summarized report?
X | . yes attach conv.
. 1] :h, Isthere a duplication of this series in your office, or in another office or agencv?
Xf 1t ves, where?
L._ls this series for 2 major partion of it} regularly microfilmed?
X _1_i._Does the record series result in a computer rintout? It is a computer printout.
11. Retention Reguirements The following requires the series to be kept: :
&, State Law years. ~ d. Audit period years.
b. Statute of limitation years, e. Administrative need years,
¢, Federal law years, f. Federal retention instructions years.
Attach dopy or excert of laws or regulations. Explain administrative need. '
(See At'tachment) ' ,
12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each: *
' O Calendar Year; (8 Fiscal Year; O Other then,
O Hold in the current files area month(s) year(s}; then
O Transter to local holding area; hold — year(s); then
O Transfer to State Records Center; hoid year{s); then
Q Destroy.
O Transfer to State Archives for permanent retention,
O Other (Specity)
(See Attachment)
These instructions apply to all prior and future accurmulations '_caf the series.
e ) B
Acency Head/D?g{&e ,ﬁSigngMg}/ Date | Records Management Officer /S‘gnature) Date -
7 T
%. L/é’% y//géz Walkaw 2 5%}" onihrron 2-16-8]
U L] . N v ’ £ v
State Records Committes, (Signaturs) Date
Recommendations in para- 4 <]
graph 12 are approved. State Auditor/Cesignee ;:;/Z—-’"A 3—- /N
fif disapproved, attach latter e - .‘ :
of explenation.) Secre:ar@ﬁa:m[)esrnen ) 1,7 5’-——/0 - 6
Attornay Gr nary ‘Desianee 3’//’ Q/

\Hd\.@f“ S \..O




